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Introduction 
 The Community Development Block Grant Entitlement Program provides 
annual grants to entitled cities.  Entitled cities are central cities of Metropolitan 
Statistical Areas (MSAs); other metropolitan cities with populations of at least 
50,000; and qualified urban counties with populations of at least 200,000 
(excluding the population of entitled cities).  The City of Winchester and the 
Counties of Frederick and Hampshire combined make up a Standard MSA, with 
Winchester designated as its central city.   

As an entitled city, Winchester, Virginia will begin its first program year 
July 1, 2004.  The purpose of the Entitlement Grant is to develop viable urban 
communities by providing decent housing and a suitable living environment, 
expanding economic opportunities; it is primarily focused on serving low and 
moderate-income persons.  Grantees are required to develop and carry out a 
Citizen Participation Plan that affords citizens an active role in the development 
and implementation of the CDBG Entitlement Program activities.  
 
Purpose 

The Citizen Participation Plan for the City of Winchester will serve as a 
guide for handling public input, suggestions and complaints regarding the 
Consolidated Plan process including the development of the Consolidated Plan, 
Annual Action Plan, Analysis of Fair Housing, and Performance Management.  
The goal of the Citizen Participation Plan is to encourage citizen participation in 
defining housing, community development and public services needs; services to 
be provided by community-based organizations; funding priorities and target 
populations; and in any amendments as my be required by the Department of 
Housing and Urban Development or otherwise.  The Citizen Participation Plan 
encourages participation from citizens, recognized neighborhood and 
community-wide citizen organizations, non-profit agencies, and for profit and 
private entities. 

The Citizen Participation Plan includes the following objectives and 
describes how each will be met to ensure compliance with federal regulations.  
The objectives of the Citizen Participation Plan are to: 

 
Objective 1:   

Encourage citizen participation by providing citizens with information concerning 
funding, proposed range of activities, targeted populations, program 
requirements, and approved use of funding.   
 

Objective 2: 
Encourage citizen participation by inviting input from all sectors of the 
community, concentrating on persons included in targeted populations and 
neighborhoods. 
  

Objective 3: 
Encourage citizen participation by preparing a summary of comments or views 
received from citizens in writing or orally through public hearings, focus groups, 
community meetings and other methods as well as any suggested amendments. 
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 Objective 4: 
Encourage citizen participation by providing criteria for determining what 
constitutes a substantial change in the planned or actual activities described in 
an approved plan, which would require an amendment to the Plan.  
 

Objective 5: 
Encourage citizen participation by providing technical assistance to groups and 
interested residents that request such assistance in developing proposals for 
funding assistance under federal and local funding sources covered by the 
Consolidated Plan. 
 
Plan Adoption  
 It is anticipated that following two weeks public notice and a public hearing 
on April 13, 2004, the Winchester City Council will adopt this Plan, (Attachment 
1) as dictated by the Citizen Participation Plan.  The provisions concerning the 
citizen involvement for implementing and assessing the community Development 
Block Grant programs apply to all activities that are in progress, as well as to all 
future activities.  This Plan shall remain in effect until all activities assisted under 
the Community Development Block Grant programs are completed or until it is 
superseded by a new plan.  Upon request by HUD, this plan shall be submitted 
to HUD to facilitate monitoring and evaluation.  The Plan will be reviewed 
annually and substantial amendments approved by Winchester City Council.  
 
Amendments 

Further amendments to this plan shall be approved by City Council when 
deemed that significant changes are required to the approved document, 
including amendments required by the Department of Housing and Urban 
Development.  A public notice must be advertised and a public hearing held prior 
to adoption by City Council per the requirements of the Citizen Participation Plan.  
Substantial amendments shall include those changes that change the nature of 
the identified objectives.  Amendments calling for action to affirmatively further 
stated objectives may be approved by the CDBG Advisory Team. 
 
Citizen Participation Assurances and Certifications  

To ensure implementation of the Citizen Participation plan with respect to 
Community Development Planning, the Citizen Participation Plan or other related 
activities that affect public interest will be reviewed annually and amended as 
needed.  In addition, each course of action that requires a citizen participation 
process shall include a statement of certification and assurance of compliance to 
be signed by the City Manager (Attachment 2).  This Statement of Certification 
does not exhaust the requirements of the Citizen Participation Plan, but rather is 
an indication of compliance. 
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Objective 1:   
Encourage citizen participation by providing citizens with information concerning 
funding, proposed range of activities, targeted populations, and program 
equirements and approved use of funding.   r

  

Actions: 
 Post all proposed and approved documents on the City website 
 Publish summaries of all proposed documents in the local newspaper 
 Develop and distribute informational brochures  

- describing the scope of the CDBG Program in general 
- describing the scope of the CDBG Program year’s approved 

activities 
 

Objective 2: 
Encourage citizen participation by inviting input from all sectors of the 
community, concentrating on persons included in targeted populations and 
neighborhoods.   
  

Actions: 
 Host informational meetings and public hearings in target neighborhoods 
 Attend regular neighborhood association and community meetings 
 Network with local human service providers, boards and councils 
 Develop and distribute local and community surveys 

 
Objective 3: 
Encourage citizen participation by providing appropriate feedback to the 
ommunity.  c

  

Action: 
 Publish summaries of citizen comments collected during public meetings 

and otherwise 
 Perform necessary follow-up to comments made by citizens in a timely 

manner 
 Provide regular updates through direct communication with individuals and 

organizations who have expressed interest in the City’s Community 
Development efforts 

 Grievances shall be handled according to the City of Winchester’s 
Grievance Procedure (Attachment 5) approved on 10/08/02 by City 
Council. 

 
Objective 4: 
Encourage citizen participation by providing criteria for determining what 
constitutes a substantial change in the planned or actual activities described in 

n approved plan, which would require an amendment to the Plan.  a
  

Action: 
 Substantial changes will be proposed and approved by the Winchester 

City Council in the case of one of the three following scenarios: 
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- Changes in allocation priorities or distribution of funds; 
- Addition of an activity or program that was not previously included; 

or 
- Changes in the purpose, location or beneficiaries of an activity or 

program. 
 Any substantial change or adjustment to a Consolidated Plan project 

budget will be treated as an amendment subject to public notice, review, 
and comment through the City’s CDBG budget review process.   

 Substantive amendments to any portion of the Community Development 
Process will be publicly advertised at least two weeks prior to 
consideration of the amendments by the City Council in accordance with 
the Citizen Participation Plan to allow time for public comment 

 
Objective 5: 
Encourage citizen participation by providing technical assistance to groups and 
interested residents that request such assistance.  
 

Action: 
 Provide technical assistance to organizations and individuals to develop 

plans to address community issues described in the Consolidated Plan 
 Review all plans required for Certification by the City Manager as a result 

of the City’s participation in the CDBG Entitlement Program 
 Develop and maintain a central catalog of grant sources and data from the 

area to be made available to the public 
 Facilitate communication and partnership opportunities between local 

human service organizations 
 
Statement of Jurisdiction Responsibility 
 The requirements for Citizen Participation do not restrict the responsibility 
or authority of the jurisdiction for the development and execution of its 
consolidated plan. 
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Attachment 1 

Page held for approval by city council
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Attachment 2 
Citizen Participation Assurances and Certification 

The applicant assures and certifies that it has provided its citizens adequate opportunities to 
participate in the development of this proposal by: 
 
- Holding at least two public hearings, one of which a public hearing in the locality prior to the 

submission of the proposal; and the second held at least 7 days after the first.  Participation 
by low-and moderate-income residents and stakeholders in the project or service area and 
the community at large were encouraged to attend.  The hearings were held at times and 
locations convenient to potential beneficiaries and with accommodation for the disabled.  

date of public input meetings:  ____________  AND ____________ 

- Publishing a notice to advertise the public input meetings and availability of proposal 
information at least 7 days prior to the dates of the hearings in the non-legal section of a 
NEWSPAPER of local general circulation and AT LEAST ONE OTHER TYPE OF 
ANNOUNCEMENT.   

 

the advertisement ran on: ______________  AND _____________ 

in:  _____________________  AND ________________________ 

- Maintaining files that contain documentary evidence that the hearings were held.  These files 
must contain proof of publication of the hearing notices, written and/or recorded minutes of 
the input meetings, and lists of citizens attending the hearings. 

- Making program and proposal documentation available to the public for comment during 
regular office hours.  This documentation should include the range of proposed activities, the 
estimated amounts of funding which will benefit low- and moderate-income persons, the 
plans to minimize displacement and provide displacement assistance where applicable, and 
a summary of the proposed application.   

- Providing technical assistance to groups representative of persons of low- and moderate-
income that requests such assistance in developing proposals for the use of funds, with the 
level and type of assistance determined by the locality. 

- Adherence to the City’s adopted Grievance Procedure. 
- Accommodating the needs of non-English speaking residents at public hearings where more 

than 5% of the attendees can be reasonably expected not to speak English. 
 
 
_________________________________________________________________   
Name        Title 
 
 
________________________________________________________________ 
Signature       Date 
 

Attach original copies of all newspaper Public Hearing notices.  Original notice copies 
should be clipped from the appropriate newspapers and attached with clear tape to 8½ - inch .x 
11- inch white paper with the date of publication clearly visible.   
                                                      

NOTE:  This Statement of Certification does not exhaust the requirements described in the 
Citizen Participation Plan, but is an indication of compliance.   



Attachment 3  
Residential Anti-Displacement and Relocation Assistance Plan 

Adopted by City Council, 10-08-02 
 

The City of Winchester will replace all occupied and vacant occupiable 
low/moderate-income dwelling units demolished or converted to a use other than 
as low/moderate income dwelling unit as a direct result of activities assisted with 
funds provided under the Housing and Community Development Act of 1974, as 
amended.  All replacement housing will be provided within three (3) years of the 
commencement of the demolition or rehabilitation relating to conversion. 
 
Before obligating or expending funds that will directly result in such demolition or 
conversion, the City will make public and advise the state that it is undertaking 
such an activity and will submit to the state, in writing, information that identifies: 
 
(1) A description of the proposed assisted activity; 
 

(2) The general location on a map and approximate number of dwelling units by 
size (number of bedrooms) that will be demolished or converted to a use 
other than as low/moderate-income dwelling units as a direct result of the 
assisted activity; 

 

(3) A time schedule for the commencement and completion of the demolition or 
conversion; 

 

(4) The general location on a map and approximate number of dwelling units by 
size (number of bedrooms) that will be provided as replacements dwelling 
units; 

 

(5) The source of funding and a time schedule for the provision of replacement 
dwelling units; 

 

(6) The basis for concluding that each replacement dwelling unit will remain a 
low/moderate-income dwelling unit for at least 10 years from the date of initial 
occupancy; and 

 

(7) Information demonstrating that any proposed replacement of dwelling units 
with smaller dwelling units is consistent with the housing needs of low- and 
moderate-income households in the jurisdiction. 

 
The Grantee will provide relocation assistance to each low/moderate-income 
household displaced by the demolition of housing or by the direct result of 
assisted activities.  Such assistance shall be that provided under Section 104 (d) 
of the Housing and Community Development Act of 1974, as amended, or the 
Uniform Relocation Assistance and Real Property Acquisition Policies Act of 
1970, as amended. 
 
In all cases, an occupiable structure will be defined as a dwelling that meets local 
building codes or a dwelling that can be rehabilitated to meet code for $25,000 or 
less. 
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Attachment 4 
Community Development Advisory Committee 

 
A. Community Development Advisory Committee 

The City of Winchester hereby adopts the following structure for the official 
community development citizen advisory body.  The name of the citizen advisory 
body shall be the Community Development Advisory Team.  The team members 
shall be citizens of predominantly low-and moderate-income neighborhoods and 
service providers. 
1. a.  Members:  the community Development Advisory Team shall consist of 

five members.  The representation of the committee shall be as follows:   
- Three persons who are residents of low-and moderate-income 

neighborhoods and/ or other slum and blighted areas of the city.  
No more than one representative neighborhood shall be allowed to 
serve at a time.  

- Two persons who are engaged in providing services to members of 
the LMI community.  

No member of the Advisory Committee may vote on a proposal initiated by a 
neighborhood organization of which he or she is a member. 

b. Terms:  All members will be appointed annually by City Council for a 
period of one year.  No person may serve for more than four 
consecutive years.   

c. Recruitment:  The Department will initiate a citywide citizen 
participation program, designed to encourage greater citizen 
participation in all relative aspects of local government.  A part of this 
process will involve soliciting nominations for participation on the 
Community Development Advisory Team. 

2. Objectives:  The Community Development Advisory Team shall make 
recommendations to the City regarding projects and plans for the Community 
Development Block Grant programs, and generally to act in an advisory 
capacity to the City with reference to the programs and related project 
activities.  

3. a.  Officers:  the officers of the committee shall be a chairman and vice-
chairman.  
- Chairman:  the Chairman shall preside at all meetings of the Team.  

Except as otherwise authorized by resolution of the Team, the Chairman 
shall sign all official documents and other instruments to be executed by 
the committee.  

- Vice-Chairman:  In the absence or incapacity of the Chairman, the Vice-
Chairman shall preside at all meetings of the committee, and may perform 
such other duties as may be required by the Chairman. 

- Recording Secretary: The Recording Secretary shall keep the records of 
the Committee, act as secretary to all meetings of the Committee, record 
all votes and shall keep a record of the proceedings of the Committee.  
The Community Development Administrator or his designee shall act as 
recording secretary.  The recording secretary shall not be a member, and 
will have no voting power; however, he or she may participate in 
discussions, and provide such information as requested by the committee.   



 

4. a.  Regular Meetings: The purpose of the regular meetings of the committee 
is to review the progress and/or general or related business regarding the 
CDBG programs, and to review funding requests.  These meetings shall be 
open to the public.  The agenda for any regular or other public advisory team 
meeting will be provided to all Team members in writing five days before the 
meetings.  Meeting dates and times shall be determined by consent of 
committee members. 
b. Special Meetings: The Chairman may, when it is deemed necessary and 

expedient, and shall by written request to the members of the Committee, 
call a special meeting of the Committee for the purpose of transacting any 
business designated in the call.  No business shall be considered other 
than as designated in the call.   

5.  Quorum:  At all meetings of the Committee, a majority of the total membership 
shall constitute a quorum for the purpose of transacting business.   
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Attachment 5 
Grievance Procedure 
Adopted by City Council, 10-08-02 

 
 

The City of Winchester has adopted an internal grievance procedure providing 
for prompt and equitable resolution of complaints alleging any action prohibited 
by the Department of Housing and Urban Development’s (HUD) (24 CFR 8.53(b) 
implementing Section 504 of the Rehabilitation Act of 1973, as amended (29 
USC 794).  Section 504 states, in part, that “no otherwise qualified handicapped 
individual...shall solely by reason of his handicap, be excluded from the 
participation in, be denied the benefits of, or be subjected to discrimination under 
any program or activity receiving federal financing assistance...” 
 
Complaints should be addressed to: Martha Shickle, CDBG Coordinator, City of 
Winchester, The Kurtz Building, 2 North Cameron Street, Winchester, VA 22601, 
(540) 722-7577, who has been designated to coordinate Section 504 compliance 
efforts. 
 
1. A complaint should be filed in writing or verbally contain the name and 

address of the person filing it, and briefly describe the alleged violation of the 
regulations. 

 
2. A complaint should be filed within five days after the complainant becomes 

aware of the alleged violation.  (Processing of allegations of discrimination 
occurring before this grievance procedure was in place will be considered on 
a case-by-case basis.) 

 
3. An investigation, as may be appropriate, shall follow a filing of a complaint.  

The investigation will be conducted by Martha Shickle.  These rules 
contemplate informal but thorough investigations, affording all interested 
persons and their representatives, if any, an opportunity to submit evidence 
relevant to a complaint.  Under 24 CFR 8.53(b), the City of Winchester need 
not process complaints from applicants for employment or from applicants for 
admission to housing. 

 
4. A written determination as to the validity of the complaint and description of 

resolution if any shall be issued by Martha Shickle and a copy forwarded to 
the complainant no later than 7 after its filing. 

 
5. The Section 504 coordinator shall maintain the files and records of the City of 

Winchester relating to the complaints filed. 
 
6. The complainant can request a reconsideration of the case in instances 

where he or she is dissatisfied with the resolution.  The request for 
reconsideration should be made within seven days to Ed Daley, City 
Manager, 15 North Cameron Street, Winchester, Virginia 22601. 

 
7. The right of a person to a prompt and equitable resolution of the complaint 

filed hereunder shall not be impaired by the person’s pursuit of other 
remedies such as the filing of a Section 504 complaint with the Department of 



 

Housing and Urban Development.  Utilization of this grievance procedure is 
not a prerequisite to the pursuit of other remedies. 

 
8. These rules shall be construed to protect the substantive rights of interested 

persons, to meet appropriate due process standards and to assure that the 
City of Winchester complies with Section 504 and the HUD regulations. 

 
Grievances relating to fair housing should be reported directly to the Federal Fair 
Housing Office by sending a letter to the nearest fair housing office:  

Mid-Atlantic Office 
 Fair Housing Enforcement Center 
 U.S. Department of Housing and Urban Development 
 The Wanamaker Building 
 100 Penn Square East 
 Philadelphia, PA 19107-9344 
Telephone:  (215) 656-0662 or 1-888-799-2085 
Fax:  (215) 656-3419, TTY (215) 656-3450 
Website:  www.hud.gov/fairhousing
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Appendix A 
Model Schedule for Citizen Participation Activities 

(*) denotes required activities 
 
 

* Letter to Civic Groups/ Agencies/ Etc. 

 Letter to be received four weeks prior to first meeting 

 Letters mailed three days before desired receipt 

* Notice of Informal Citizen Participation Meetings 

 Ad placed two weeks prior to First Meeting 

 Ad secured two days before desired start date 

* Informal Citizen Participation Meetings 

 Held 2 weeks before “due date” for Consolidated or Action Plan 

* “Due Date” for Consolidated or Action Plan/ Review 

 One week before ad/ summary scheduled to run  

* Advertisement, with Summary of Consolidated or Action Plan in Newspaper/ 

Public Comment Period/ Final informal citizen participation period, to be opened 

by a City Council Public Hearing 

Ad placed 30 days before close of Citizen Participation Period 

Ad placed 2 weeks before final informal citizen participation meeting 

Ad secured two days before desired start date 

Final informal citizen participation meeting   

 Held 1 week before Council Meeting 

* Notice of Public Hearing regarding Consolidated/ Action Plan 

 (Final day of Citizen Participation Period) 

 Ad placed 2 weeks prior to Public Hearing 

 Ad secured 2 days before desired start date 

* Plan Adoption/ Public Hearing on Council Agenda 

 Item on agenda 2 weeks prior to Council Meeting 

* Memo to Council/ Packet 

 Packet sent 1 week prior to Council Meeting 

 Packet mailed 3 days prior 

* City Council Meeting/ Public Hearing 
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